
Queen Mary Induction Checklist 
(For Managers) 
You only get one chance to make a 
first impression 

A GOOD START IS ESSENTIAL 

 
One in five employment relationships fails during the 
probation period; making the first few weeks with an 
organisation crucial for ensuring that colleagues get off to 
a flying start. This in turn is essential for promoting long-
term employee loyalty and engagement. The following 
checklist gives those who will be line-managing new 
colleagues guidance in handling this critical initial phase. 

Take some time to add expected completion dates and 
highlight who is responsible for each element. You may 
also want to add calendar alerts for yourself. 

THE CORE  
INDUCTION STAGES 

1. Before they start
2. On their first day
3. During the first 2 weeks of work

N.B. New colleagues will be invited to 
complete their own version of this checklist 



New Starter Induction Checklist 
1. Before they start

Provide new colleagues with as much information as you can well before they start. This removes stress from the 
first day of work and helps them process new experiences better. 

Task Complete by 
Date 

Responsible 
Person 

Contract. Check: 
- on Oleeo that your new colleague has accepted the

Contract of Employment
- with your new colleague that they have received

Pension Information

☐ 

Workplace. A request for an IT account, via New Starter 
Request ticket on the ITS Helpdesk, should be made at 
least 1 week before the start date, or 4 weeks if new 
hardware (e.g. Laptop) is also required. This is to ensure 
your new person has: 

- Email and Windows login
- CPD Training access
- QMPlus account
- MyHR access
- ivanti IT Helpdesk

Remember to also request/arrange: 
- Local software and systems access (incl. Team

Sharepoint and MSTeams)
- Read/Write access to shared mailboxes and room

booking calendars (as required)

☐

Maintaining interest. Maintain occasional contact with your 
new colleague, providing them with details of: 

- Where and when to report on day one
- Who to ask for
- Dress code/Uniform (as appropriate)
- Desk/Seating/Storage arrangements
- Agenda for their first few days
- Local and Organisational Structures
- Inform them of any Hybrid working arrangements

in line with Hybrid Working Policy
- Discuss and agree any workplace adjustments in

line with guidance, offering Occupational Health/
access to work referral as required.

☐

https://www.its.qmul.ac.uk/support/self-help/it_user_account/new-starter/
https://www.its.qmul.ac.uk/support/self-help/it_user_account/new-starter/
https://helpdesk.qmul.ac.uk/QMULServiceDesk.BridgeIT
https://cpd-training.qmul.ac.uk/totara/dashboard/index.php
https://qmplus.qmul.ac.uk/
https://myhr.qmul.ac.uk/dashboard/dashboard-ui/index.html#/landing
https://helpdesk.qmul.ac.uk/QMULServiceDesk.BridgeIT#/logon
https://helpdesk.qmul.ac.uk/QMULServiceDesk.BridgeIT#/logon
https://hr.qmul.ac.uk/procedures/hybrid-working-policy/
https://hr.qmul.ac.uk/equality/protected-characteristics/disability/reasonable-adjustments-/
https://hr.qmul.ac.uk/equality/protected-characteristics/disability/reasonable-adjustments-/
https://hr.qmul.ac.uk/equality/protected-characteristics/disability/access-to-work/
https://hr.qmul.ac.uk/equality/protected-characteristics/disability/access-to-work/


Task Complete by 
Date 

Responsible 
Person 

Security. Arrange for the following: 
- Complete new security pass application shared by

HR (remind colleague to bring their contract to
present when collecting pass)

- Copied keys (as appropriate)

☐ 

Colleague involvement. Ensure all colleagues and contacts 
are aware of new colleague: 

- Update Staff Directory – via School/Departmental
representative

- List on departmental website (as required)
- Email to advise when new person starts (as

appropriate)

☐ 

Calendar. (If available) Start populating the calendar of 
your new colleague. Schedule and/or invite to: 

- Regular catch-up sessions with you
- Introduction sessions with colleagues and contacts
- Team meetings
- Department/School/Institute meetings
- Other appropriate meetings/events

☐ 

Development. Ensure there is time for completion of 
mandatory training. They will find the mandatory training, 
appropriate for their role, on the home page of CPD training.
Organise any specific skills and knowledge development e.g.:

- Systems and software use
- Role-specific Health and Safety needs
- Other role-specific needs, including anything identified 

at recruitment

☐ 

Mentor/Buddy. Appoint a colleague to act as a 
mentor/buddy to assist your new person in case of any 
questions, and to support their social integration 
throughout this early stage. 

☐

https://www.qmul.ac.uk/hsd/training/


New Starter Induction Checklist 
2. On their first day

As a rule, official onboarding should take place either right on the first day in the new job or over the first two days. 
Provide your new colleague with all the important information they need about Queen Mary, everyday life here and 
their new team. Keep the first two days short and avoid overloading your new colleague with too much information. 

Task Complete by 
Date 

Responsible 
Person 

Introductions. Enable your new colleague to informally 
meet (on-line or in-person) with their new colleagues and 
mentor/buddy. 

☐ 

Security. Take your new colleague to have their formal ID 
badge produced – ensuring you have a completed 
Application for Staff ID form (provided by HR) and the new 
person’s contract 

☐ 

Campus knowledge. Provide your new colleague with the 
Queen Mary campus map and arrange for a tour of your 
building, your campus and any other locations they will 
need to be familiar with, highlighting: 

- Their usual working location
- Facilities for making refreshments
- Toilets/Washrooms/Showers
- Incoming/Outgoing post
- Fire exits and muster points
- Eating places (e.g. The Curve)
- Other useful services (e.g. Library, Shops, Bank,

SCR)

☐ 

Local knowledge. Ensure your new colleague has details 
of: 

- Handover notes (where appropriate)
- Methods, roles and processes
- Emergency procedures (incl. Personal Emergency

Evacuation Plan, if needed) or health and safety
checklist

- Information on risk and accident reporting
- Other health and safety information
- An email/phone list for key contacts (e.g. HR)
- Working arrangements (breaks, start time etc.)
- Recycling and confidential waste
- An organisation chart
- Hybrid working arrangements (incl. hotdesking if

appropriate) – Hybrid Working Support

☐

https://www.qmul.ac.uk/hsd/risk-assessment/
https://www.qmul.ac.uk/hsd/accident-reporting/
https://hr.qmul.ac.uk/contact/whoswho/
https://hr.qmul.ac.uk/procedures/hybrid-working-policy/


dĂƐŬ� �ŽŵƉůĞƚĞ�ďǇ�
�ĂƚĞ�

ZĞƐƉŽŶƐŝďůĞ�
WĞƌƐŽŶ 

�ĂůĞŶĚĂƌ͘��ŽŶƚŝŶƵĞ�ƉŽƉƵůĂƚŝŶŐ�ƚŚĞ�ĐĂůĞŶĚĂƌ�ŽĨ�ǇŽƵƌ�ŶĞǁ�
ĐŽůůĞĂŐƵĞ͘�^ĐŚĞĚƵůĞ�ĂŶĚͬŽƌ�ŝŶǀŝƚĞ�ƚŽ͗�

- dĞĂŵ�ŵĞĞƚŝŶŐƐ
- �ĞƉĂƌƚŵĞŶƚͬ^ĐŚŽŽůͬ/ŶƐƚŝƚƵƚĞ�ŵĞĞƚŝŶŐƐ
- KƚŚĞƌ�ĂƉƉƌŽƉƌŝĂƚĞ�ŵĞĞƚŝŶŐƐͬĞǀĞŶƚƐ

☐



EĞǁ�^ƚĂƌƚĞƌ�/ŶĚƵĐƚŝŽŶ��ŚĞĐŬůŝƐƚ�
ϯ͘��ƵƌŝŶŐ�ƚŚĞ�ĨŝƌƐƚ�ƚǁŽ�ǁĞĞŬƐ�ŽĨ�ǁŽƌŬ

KŶďŽĂƌĚŝŶŐ�ƚĂŬĞƐ�ůŽŶŐĞƌ�ƚŚĂŶ�ũƵƐƚ�Ă�ĨĞǁ�ĚĂǇƐ͘�EĞǁ�ƉĞŽƉůĞ�ƚĂŬĞ�ƚŚĞ�ĨŝƌƐƚ�ĐŽƵƉůĞ�ŽĨ�ǁĞĞŬƐ�ƚŽ�ĨŝŶĚ�ƚŚĞŝƌ�ǁĂǇ�ĂƌŽƵŶĚ͕�ƚŽ�
ĨĂŵŝůŝĂƌŝǌĞ�ƚŚĞŵƐĞůǀĞƐ�ǁŝƚŚ�ƚŚĞŝƌ�ĂƌĞĂ�ŽĨ�ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ĂŶĚ�ŶĞǁ�ǁŽƌŬ͕�ĂŶĚ�ƚŽ�ŵĞĞƚ�ƚŚĞŝƌ�ŶĞǁ�ĐŽůůĞĂŐƵĞƐ͘�dŚŝƐ�ĞĂƌůǇ�
ƐƚĂŐĞ�ŝƐ�Ă�ŐŽŽĚ�ƚŝŵĞ�ƚŽ�ƉƌŽǀŝĚĞ�ƚŚĞŵ�ǁŝƚŚ�ĂĚĚŝƚŝŽŶĂů�ĨƵŶĚĂŵĞŶƚĂů�ŝŶĨŽƌŵĂƚŝŽŶ�ĂŶĚ�ĂƐƐŝŐŶ�ƚŚĞŵ�ƚŚĞŝƌ�ĨŝƌƐƚ�ƚĂƐŬƐ͘�

dĂƐŬ� �ŽŵƉůĞƚĞ�ďǇ�
�ĂƚĞ�

ZĞƐƉŽŶƐŝďůĞ 
WĞƌƐŽŶ�

KƌŐĂŶŝƐĂƚŝŽŶĂů�ƌĞůĂƚŝŽŶƐŚŝƉƐ͘��ŶƐƵƌĞ�ǇŽƵƌ�ŶĞǁ�ĐŽůůĞĂŐƵĞ�ŝƐ�
ĂďůĞ�ƚŽ�ŐĞƚ�ƚŚĞ�ŵŽƐƚ�ĨƌŽŵ�ƚŚĞŝƌ�ĨŽƌŵĂůůǇ�ƐĐŚĞĚƵůĞĚ�
ŵĞĞƚŝŶŐƐ�ǁŝƚŚ�ĐŽůůĞĂŐƵĞƐ�ĂŶĚ�ĐŽŶƚĂĐƚƐ�ŽƵƚƐŝĚĞ�ŽĨ�ƚŚĞ�ƚĞĂŵ�
;ŝŶĐů͘�ĂƉƉƌŽƉƌŝĂƚĞ�ƐĞŶŝŽƌ�ůĞĂĚĞƌƐͿ͗�

- �ŐƌĞĞ�ƐŽŵĞ�ƋƵĞƐƚŝŽŶƐ�ƚŚĞǇ�ĐĂŶ�ƵƐĞ
- WƌŽǀŝĚĞ�ĐůĂƌŝƚǇ�ŽŶ�ƚŚĞŝƌ�ƌĞůĂƚŝŽŶƐŚŝƉ�ƌĞƐƉŽŶƐŝďŝůŝƚŝĞƐ
- ,ŝŐŚůŝŐŚƚ�ƌĞůĞǀĂŶƚ�<W/Ɛ͕�^>�Ɛ͕�ĂŶĚ�ƉůĂŶƐ

☐ 

tĞůĐŽŵĞͬ/ŶĚƵĐƚŝŽŶ͘�WůĂŶ�ǁŝƚŚ�ǇŽƵƌ�ŶĞǁ�ĐŽůůĞĂŐƵĞ�ĨŽƌ�ƚŚĞŵ�
ƚŽ�ĂƚƚĞŶĚ�ƚŚĞ�ŶĞǆƚ�ĂǀĂŝůĂďůĞ͗�

- YƵĞĞŶ�DĂƌǇ�tĞůĐŽŵĞ��ǀĞŶƚ
- &ĂĐƵůƚǇͬ^ĐŚŽŽůͬ/ŶƐƚŝƚƵƚĞͬ�ĞƉĂƌƚŵĞŶƚ�/ŶĚƵĐƚŝŽŶ�

�ǀĞŶƚ

☐ 

tŽƌŬƉůĂĐĞ͘��ŶƐƵƌĞ�ǇŽƵƌ�ŶĞǁ�ĐŽůůĞĂŐƵĞ�ĐĂŶ�ĂĐĐĞƐƐ�ĂŶĚ�ƵƐĞ�
ƚŚĞŝƌ�ĞƋƵŝƉŵĞŶƚ�ĂŶĚ�ƐǇƐƚĞŵƐ͗�

- /d�ĞƋƵŝƉŵĞŶƚ͕�ƐƚĂƚŝŽŶĂƌǇ
- �ŵĂŝů
- WŚŽŶĞ͕�ŝĨ�ŶĞĞĚĞĚ
- DǇ,Z
- D^dĞĂŵƐ
- ^ŚĂƌĞƉŽŝŶƚ
- ^zDW��ŵĂŝů�ůŝƐƚƐ

WƌŽǀŝĚĞ�ŐƵŝĚĂŶĐĞ�ŽŶ�ŚŽǁ�ǇŽƵƌ�ŶĞǁ�ĐŽůůĞĂŐƵĞ�ĐĂŶ�ĂĐĐĞƐƐ͗�
- ŝǀĂŶƚŝ�/d�,ĞůƉĚĞƐŬ
- �W��dƌĂŝŶŝŶŐ�WůĂƚĨŽƌŵ
Ͳ� YDWůƵƐ

☐

https://cpd-training.qmul.ac.uk/course/view.php?id=218
https://www.lists.qmul.ac.uk/
https://helpdesk.qmul.ac.uk/QMULServiceDesk.BridgeIT#/logon
https://helpdesk.qmul.ac.uk/QMULServiceDesk.BridgeIT#/logon
https://cpd-training.qmul.ac.uk/login/index.php
https://cpd-training.qmul.ac.uk/login/index.php
https://qmplus.qmul.ac.uk/
https://qmplus.qmul.ac.uk/


dĂƐŬ� �ŽŵƉůĞƚĞ�ďǇ�
�ĂƚĞ�

ZĞƐƉŽŶƐŝďůĞ�
Person 

>ŽĐĂů�ƉƌŽĐĞĚƵƌĞƐ͘�/ŶƚƌŽĚƵĐĞ�ǇŽƵƌ�ŶĞǁ�ĐŽůůĞĂŐƵĞ�;ǁŚĞƌĞ�
ƌĞůĞǀĂŶƚͿ�ƚŽ͗�

- &ĂĐŝůŝƚŝĞƐ�ĨŽƌ�ƉƌŝŶƚŝŶŐ͕�ƉŚŽƚŽĐŽƉǇŝŶŐ͕�ƐƚĂƚŝŽŶĞƌǇ͕�
ƌĞĐǇĐůŝŶŐ͕�ǁĂƐƚĞ�ĚŝƐƉŽƐĂů�;ŝŶĐůƵĚŝŶŐ�ĐŽŶĨŝĚĞŶƚŝĂů�
ǁĂƐƚĞͿ

- YƵĞĞŶ�DĂƌǇ�ďƌĂŶĚŝŶŐ
- ^ĞĐƵƌŝƚǇ͕�ŬĞǇƐ�ĂŶĚ�ĂĐĐĞƐƐ͕�ĨŝƌĞ�ĂůĂƌŵ�ƚĞƐƚŝŶŐ͕�ǀŝƐŝƚŽƌ�

ĂĐĐĞƐƐ
- dƌĂǀĞů�ďŽŽŬŝŶŐ͕�ĞǆƉĞŶƐĞƐ�ĂŶĚ�ƉĞƚƚǇ�ĐĂƐŚ
- &ŝůĞ�ƐƚŽƌĂŐĞ͕�tŝͲ&ŝ͕�/ŶƚƌĂŶĞƚ�ĂŶĚ�/ŶƚĞƌŶĞƚ�ƵƐĞ
- �ĞƐŬ�ĂŶĚ�ZŽŽŵ�ďŽŽŬŝŶŐƐ͕�ĞŵĂŝů�ƐŝŐŶĂƚƵƌĞ�ĨŽƌŵĂƚ͕�

ĞŵĂŝů�ĞƚŝƋƵĞƚƚĞ͕�ŽƌŐĂŶŝƐĂƚŝŽŶĂů�ƚĞŵƉůĂƚĞƐ͕�ƐŚĂƌĞĚ�
ŵĂŝůďŽǆĞƐ�ĂŶĚ�ĐĂůĞŶĚĂƌƐ

- >ĞĂǀĞ�ĂŶĚ�ĂďƐĞŶĐĞ�ĂƌƌĂŶŐĞŵĞŶƚƐ
- �ǀĂŝůĂďůĞ�ĂĚŵŝŶŝƐƚƌĂƚŝǀĞ�ƐƵƉƉŽƌƚ

☐ 

�ĚĚŝƚŝŽŶĂů�ĂƌƌĂŶŐĞŵĞŶƚƐ͘�WƌŽǀŝĚĞ�ǇŽƵƌ�ŶĞǁ�ĐŽůůĞĂŐƵĞ�ǁŝƚŚ͗�
- DŽƌĞ�ĚĞƚĂŝů�ŽŶ�ƚŚĞŝƌ�ƌŽůĞ
- �ǆƉĞĐƚĂƚŝŽŶƐ�ĨŽƌ�ǁŽƌŬ�ĂŶĚ�ďĞŚĂǀŝŽƵƌƐ�;ŝŶĐů͘�KƵƌ�

sĂůƵĞƐ�ŝŶ��ĐƚŝŽŶͿ
- �ƉƉůŝĐĂďůĞ�ƐƚƌĂƚĞŐŝĐͬůŽĐĂů�ĂŝŵƐ�ĂŶĚ�ƉůĂŶƐ
- WůĂŶͬƚŝŵĞĨƌĂŵĞ�ĨŽƌ�ƐŬŝůůƐ�ĂŶĚ�ŬŶŽǁůĞĚŐĞ�

ĚĞǀĞůŽƉŵĞŶƚ�;ŝŶĐů͘�ƚƌĂŝŶŝŶŐ͕�ũŽď�ƐŚĂĚŽǁŝŶŐ͕�
ŵĞŶƚŽƌŝŶŐͿ͘�/Ĩ�ǇŽƵƌ�ŶĞǁ�ĐŽůůĞĂŐƵĞ�ŝƐ�Ă�ŵĂŶĂŐĞƌ�
ĐŽŶƐŝĚĞƌ�YƵĞĞŶ�DĂƌǇ�DĂŶŐĞƌ�ĂŶĚ�ƉƌŽŐƌĂŵŵĞƐ�ŝŶ�
ŽƵƌ�WĂƚŚǁĂǇƐ�ƚŽ�>ĞĂĚĞƌƐŚŝƉ

- �ĞƚĂŝůƐ�ĂŶĚ�ƐĐŚĞĚƵůĞ�ĨŽƌ�ƉƌŽďĂƚŝŽŶ�ƉƌŽĐĞƐƐ͕�
ĚŝƐĐƵƐƐŝŶŐ�ĂŶĚ�ƐĞƚƚŝŶŐ�ĨŝƌƐƚ�ŽďũĞĐƚŝǀĞƐ�ĂŶĚ�ƌĞǀŝĞǁ�
ĚĂƚĞƐ

- ^ĐŚĞĚƵůĞƐ͕�ƚŝŵĞƚĂďůĞƐ͕�ĂŶĚ�ƌŽƚĂƐ�ƚŚĂƚ�ǇŽƵ�ǁŝůů�
ŽďƐĞƌǀĞ

- �ŚĞĐŬͲŝŶ�ƚŽ�ŵĂŬĞ�ƐƵƌĞ�ƚŚĂƚ�ĂŶǇ�ǁŽƌŬƉůĂĐĞ�
ĂĚũƵƐƚŵĞŶƚƐ�ĂƌĞ�ŝŶ�ƉůĂĐĞͬǁŽƌŬŝŶŐ

☐

https://t4-search.clients.uk.funnelback.com/s/redirect?collection=queenmary-connected-meta&url=http%3A%2F%2Fqm-web.mc.qmul.ac.uk%2Fcontent-and-brand%2Fbranding-and-template-guidance%2F&auth=Na429eTufGE3tE3EHH5q0A&profile=_default&rank=1&query=branding
https://hr.qmul.ac.uk/procedures/social-media-guidance/
https://www.qmul.ac.uk/media/hr/organisational-amp-professional-development/documents/Our-Values-in-action.pdf
https://www.qmul.ac.uk/media/hr/organisational-amp-professional-development/documents/Our-Values-in-action.pdf
https://cpd-training.qmul.ac.uk/course/view.php?id=217
https://cpd-training.qmul.ac.uk/course/view.php?id=299
https://hr.qmul.ac.uk/procedures/induct_probn/
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